TEDS Tab Procedures

How to Enter Initial Secondary Student Data in Infinite Campus

> If you are entering a student into a New Career Pathway, follow steps 1-5.

» If you are entering a student into a pathway that they have previously been
enrolled in, start at step 6.

1. Log into Infinite Campus and Click the “Search” tab
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2. Enter a Student Name, click Go, and then click on the student name when it shows
up under search results
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Find the TEDS tab and click on Add TEDS to start a new TEDS record

Summary Enroliments Schedule Aftendance Flags Grades Transcript Credit Summary Assessment Behavior
Transportation Fees Lockers Graduation Athletics AdHoc Letters Waiver Records Transfer Gifted & Talented

FRYSC Pre-Schoal Title 1 Services Early Learning/Prior Settings ESS Aftendance Group TEDS Report Comments
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Enter data into each of the RED highlighted fields below:
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a. School - This is the home school for the student, it auto fills when you add a
new TEDS record.

b. Start Date - The date when the student starts in the first course of a Career
Pathway. This date should not be changed after it is entered the first time.

c. CIP Code — From the dropdown, select the appropriate code that represents
the Career Pathway for which you are creating a new enroliment.

d. Special Populations — Select from the dropdown ONLY if you know this
information. DO NOT ASK STUDENTS FOR THIS INFORMATION.

e. Daily Attendance Hours

i. Semesters vs. Trimesters - If your school schedule is trimesters choose
trimesters, all others choose semesters. If on trimesters, you will see 3 Term
boxes below, otherwise you will see 2 Term boxes.



ii. Term Boxes - The average daily amount of time the student spends in a
Career Pathway. The formula is total minutes in courses in the pathway
divided by sixty minutes and the answer should be in n.nn format.

Example: John is in two 55-minute courses in the pathway all five
days a week, so John has 110 minutes total, which | divide by 60
minutes, which equals 1.83 attend hours in my Term 1 box and zero
in Term 2 until | know the student’s schedule for the 2" semester.

f. Credit Hours - Total number of credits the student has earned in the Career
Pathway.
g. Student Objective - Every student is “Exploring” until they meet the definition

for Preparatory. “Preparatory” means the student has completed two credits
in a career pathway and has enrolled in the third credit for the same pathway.

5. Click Save and the student has a new active career pathway that can be imported
to TEDS.

Add TEDS Save Delete

If the student was previously enrolled in the pathway, start here...

6. Log into Infinite Campus and Click the “Search” tab
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Enter a Student Name, click go, and then click on the student name when it shows
up under search results
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Click on the TEDS tab and you will see that a school name is already showing
because the student has previously been enrolled in a pathway

Summary Enrallments Schedule Atftendance Flags Grades Transcript Credit Summary Assessment Behavior
Transportation Fees Lockers Graduation Athletics AdHoc Letters Waiver Records Transfer Gifted & Talentad
FRYSC Pre-Schoal Title 1 Services Early Learning/Prior Settings ESS Aftendance Group TEDS Report Comments

E Add TEDS

Click the “+” symbol next to the name of the school to expand the list of pathways
for which the student has previously been enrolled. You will notice that one below
has an end date and the others do not. Only those that do not show a past year’s
end date will export and import to TEDS.
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StartDate: 070142013 EndDate:08/20/2015 CipCode:Agribusiness Systems
StartDate: 08/01/2013 CipCode: Agriculture-ANIMALSYSTENS

StartDate: 08/01/2013 CipCode:Aagricutture-ANIMALSYSTEWMS




10. To update the Career Pathway for the current school year, if the student is
continuing on that pathway, click on the name of the pathway.
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Add TEDS

-- StartDate: 07/01/2012 EndDate:08/20/2015 CipCode Agribusiness Systems

StartDate: 08/01/2013 CipCode:Agricufture-ANIMALSY STENMS
-} StartDate: 08/01/2013 CipCode:Aariculture-ANMALSYSTEMS

11. You will need to update the following fields to make this an active record that will
import to TEDS:
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a. Daily Attendance Hours - (see definition in Step 4e) Attendance Hours should
reflect current year time

b. Credit Hours - Should reflect total credits in the pathway for entire high school
career for the student

c. End Date - Should be blank

d. Student Objective - If the student now meets the definition for preparatory in
Step 4g above, make the change in this field.

e. Termination Status - Should be blank



12. Click Save and this record will now be active for the current school year.




How to Export an Infinite Campus Report for TEDS

Step 1. Click on “KY State Reporting” then select TEDS Report
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Step 2. Set Date Range — Enter dates in DD/MM/YYYY format OR click on picture of
calendar next to each date to select date.

o Enteas the first day of school (should always be 7/1/Year
school year began).

o The End Date will default to the current date (change to 6/30/Year school
year ends).
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This tool can extract data to complete the TEDS Report. Choose the District Format to get the file in the state defined csv
Claude Christian format, otherwise, choose one of the testing/debugging formats.
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Step 3. Set Extract Type - You will need to do one extract for Enrollment and one for
Demographic. This example will be for ENROLLMENT.

Index Search Help TEDS it
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Step 4. Set Format — Format should default to[State Format (fixed Width)], but if not
set the format to State Format (fixed width)
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This tool can extract data to complets the TEDS Report. Choose the District Format to get the file in the state defined cav
format, ctherwise, choose one of the testing/debugging formats.
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Step 5. Select Calendar and School — Defaults to| “active year”.| Select the correct
calendar and school.
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format, otherwise, choose one of the testing/debugging formats.
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Step 6. Click “Generate Extract” to create the document in Notepad
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Claude Christian format, otherwise, choose one of the testing/debugging formats.

Student Information

Ad Hoc Reporting Extract Options Select Calendars
‘Which calendar(s) would you like to include in the report?
Date R =— o707, o

ale Range |ng/ /2014 j O7T/07/2015 j ® active year

System Administration

v KY State Reporting

Esract Type | Enroliment ¥ list by school
TEDS Report "
= Format State Format (Fixed width) ¥ list by year
Transition Report [~ T8-T3 DOYE COUNTy UEy [TEa0Te

14-15 Boyle County High School  *
Account Settings 1415 BOYLE CDLTI\JTE’ MIDDLE

14-15 Boys Hawen

14-15 BRACKEN COUNTY HIGH|

14-15 BRACKEN COUNTY MIDD

1215 Brerosis Eleeartae:

Step 7. Once the file has been created, click File > Save As and save the
ENROLLMENT document as “schoolyearTEDSe” (e.g., “1415TEDSe.txt”).
The “e” at the end identifies the file as enroliment.

Step 8. For DEMOGRAPHIC report, change the Extract Type (see step Step 3) to
DEMOGRAPHIC.

Step 9. Once the file has been created, click File > Save As and save the
DEMOGRAPHIC document as “schoolyearTEDSd” (e.g., “1415TEDSd.txt”).
The “d” at the end identifies the file as demographic.



How to Complete TEDS Import

Once the two export files from Infinite Campus (demographic and enroliment) are
created, the TEDS import process may be completed. Login to TEDS at
http://teds.ky.gov and import the two files. See “How to Export from Infinite

Campus” (above) if you have not already exported files from Infinite Campus.

Step 1. Click on Select School
Z
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Step 2. Select your “School” and “School Year” and click on the Select button
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Step 3. Selecfrom the left navigation bar under School Administration

YOUR TECHNICAL SCHOOL [888888888] - 2014-2015
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Program Sections
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Companies

My Account
Ly srhonl

Messages

POSTSECOMDARY SCHOOLS ONLY - TEDS Update training has been scheduled for the following
October 21 December 9 Anyone who needs TEDS training must register by emailing your choice
sarah.galliher@education.ky.gov. Mew userid assignments will be inactive until the user has co
These classes will be beginner level as we did training for all current TEDS users within the pas
welcome to attend one of the training sessions if you need a review of TEDS basic functions.

Be sure to scroll down this screen to see all of the posted messages. Messages will b



http://teds.ky.gov/

Step 4. Click “Choose File” and double click on the demographic file (wherever it is
located/stored on your computer). This will display the file in the “Demographic
data file” field.

Import Data Selection

Demographics data file: § Choose File |[Me file chosen

Enrallment data file: * | Choose File | Mo file chosen

Test Data

WView Import Log | Clese Page

Copyright & 2007- 2012 Education Cabinet Release 3.0.5639.18001

Step 5. Click “Choose File” and double click on the enrollment file (wherever it is
located on your computer). This will display the file in the “Enroliment data file”
field.

Impori Data Selection

Demographics data file: [ Choose File | 1415TEDS txt

Enrellment data file: * | Choose File |Mo file chosen

Wiew Import Log | Close Page
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Step 6. Click “Test Data”. This takes a few minutes. Once the testing of both files is
completed, a message at the top, just below “Import Process”, will display
stating if the testing was successful or not. Please note the numbers at the top
of the screen for your convenience:

v" New Enroliments:
v' Updated Enrollments:

v’ Errors:
TEDS
Home (System Messages) view Import Log | Close Page
= School Administration
Select School Import Process
School Wide Enrcliments
Student Search & Import Data Tested Successfully!

Mew Enrollments 2

CaxeengEsainess Update Enrollments 332

Program Sections Errors 0

Follow Up

Reports Instructions
Import

Companies
My Account
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Step 7. If the testing is successful, a blue bar with a message will appear at the top of
your screen saying “Import Data Tested Successfully!” proceed to Step 8.
If the following message appears at the top of the page, testing was
unsuccessful. Skip to step 13. /

Import Process

NOTE: If you proceed to Step 8 with the errors, you will have to complete a new
import once those records are corrected. This can result in overwriting any
changes you make in TEDS between imports.

Continuing After Successful Test

If the first 7 steps happened correctly, the Upload Data button should now be
available...

Upload Data

Step 8. Click “Choose File” and double click on the demographic file (wherever it is
located/stored on your computer). This will display the file in the “Demographic
data file” field.

Import Data Selection

Demagraphics data file: | Choose File |Mo file chosen

Enrollment data file: * | Choose File | No file chosen

Upload Data

Wiew Import Log | Close Page
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Step 9. Click “Choose File” and double click on the enrollment file (wherever it is
located/stored on your computer). This will display the file in the “Demographic
data file” field.

Import Data Selection

Demographics data file: [ Choose File | 1415TEDS txt

Enrellment data file: * [} Choose File Mo file chosen
Upload Data

Wiew Import Log | Close Page
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Step 10. Click “Upload Data”. The message “Are you sure you want to upload your
TEDS Import Data?” will appear. Once you are sure you are ready to complete
the import process, click “OK”.

If you click “CANCEL”, the data will not upload and the import is not
completed.

Import Data Selection

The page at https://teds.ky.gov says: *

Demographics data file: | Choose File | 1415TEDSd.txt
Enrollment data file: * [ Choose File | 1415TEDSe. ixt Are You Sure You Want to Upload Your TEDS
Import Data?

Upload Data Cancel

view Import Log | Close Page

pyright & 2007-2012 Education Cabinet Release 3.0.5639.18001

Step 11. Once both files are successfully uploaded, a message at the top, will display
stating “Import Data Uploaded Successfully!”

RS
Home (System Messages) Wiew Import Log | Close Page
= School Administration
Select School Import Process
School Wide Enrcliments
Student Search B Import Data Uploaded Successfully!

. MNew Enrollments 2
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Reports Instructions
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Step 12. Import process is complete.

NOTE: You can re-do steps 3 - 6 and run the error report as often as needed to get a
clean run against the TEDS data prior to actually completing the import process. If you
want to proceed with uploading with the errors, you can proceed to Step 8. But any
records that have the errors will not import into TEDS until they are corrected.

If Your Import Test Has Errors

Step 13 If there are errors W|th the Import Process

import, click “View Import |

Results” to display the
errors. \

Import Data Selection

DDDDD graphics data file: [ Choose File | No file chosen
Enrollment data file: * | Choose File | Mo file chosen

e T —————

Wiews Import Log | Close Page
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Step 14. SAVE/PRINT the error report. The error report lists only the records that had
errors during the test run. Try to correct the errors before uploading the data.

[3 TEDS V3 xy [1 hitps)//teds.ky.gov/s x ‘E [nfinite Campus x’._ [ https:/ficse.educatior

C' | & https://teds.ky.gov/SchoolAdministration/Import/ImportResults.aspx
i Apps B Google [ AdvancED CAS-2 [ TEDS 3 || WebPage Edits N Netflix [o] KYSE Login Login ] Get to know Ac... (0] Bracktown E

Line: 1 - Demographics - The RecordType element has an invalid value E - Accepted Values: D.
Line: 7 - Demographics - The element 'Student’ has invalid child element 'SchoolNumber'. List of possible elements expected: 'Gender'.

For help with checking errors in your file see “How to Troubleshoot Import Errors”

Remember: File imports are completed OVERNIGHT. You will not be able to
see the data in TEDS until the next day.



http://education.ky.gov/CTE/Documents/TEDS_Import_Messages.doc

